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ROVER

TRAINING

CLASS

OVERVIEW

Class Time ς1.5 Hours

V Introduction

ҦProfessionalism

VDuties of the Election Officials

ҦRole of VLM and VLD

ҦRover & VLM/VLD Relationship

VRoles & Responsibilities of Rovers

VMonday Green Bag | EPB Deliveries

VMonday Assignments

ҦLocation Binder

VElection Morning Tasks (ADA)

VElection Day Duties

VPost-Election Duties

VSafety & Security
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BOE WEBSITE: 443VOTE.US
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PROFESSIONALISM

Attire

bhΧ

Clothing with inappropriate 
messages or graphics

ÅIncluding political items

Distressed or ripped jeans 

Shorts

Flip Flops

Low cut or strapless shirts

Unwashed clothing

Language/Behavior

bhΧ

Foul or abusive language

Comments on race, ethnicity, 
gender, disabilities, or 
political affiliation

Harassment or 
discrimination

Mistreatment of the facilities

No Sleeping

Failure to follow these guidelines will result in being sent home 
and not being hired for future elections
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VLM/VLD DUTIES& 
RELATIONSHIP
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VLM & VLD SHAREDDUTIES
VVLM and VLD are a Management Team

VTheir primary function is to ensure that the 
Election Process is handled in an orderly, 
professional and lawful manner 

VBoth serve as a technical resource and resolve 
issues and troubleshoot election equipment

VBoth assist with the set up of the AutoMARK

VBoth oversee and guide other poll workers in the 
polling location
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REQUIRED VLM DUTIES(PERORC)

VDeliver the Oath of Office, complete and sign

VAssign workers to specific teams/assignments, 
schedule breaks and lunches

VReview with poll workers any alerts or notices

VSet up the location based on the Polling Location 
Setup Diagram

VUnlock the Transport Cart and ensure the correct 
supplies have been delivered

VEnsure the Official Precinct Voter Registration List 
is posted Tuesday morning
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ADDITIONALVLM DUTIES
VBe the primary contact person for the BOE and 

make the five (5) Mandatory Calls (VLM can pass this 
assignment to the VLD as needed)

VDrive his/her car to the Drop-Off Location (along 
ǿƛǘƘ ǘƘŜ ±[5ύ ǳƴƭŜǎǎ ƛǘΩǎ ŀƎǊŜŜŘ ǳǇƻƴ ǘƘŜ ±[5 ǿƛƭƭ 
take his/her vehicle

VVLM in more of an observation/floating role since 
VLD will still be assigned to the VAT
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ROVER& VLM/VLD RELATIONSHIP
VVLM/VLD and Rover work as a TEAM

VVLM/VLD responsible for inside of voting location, 
Rover outside

VRover checks to make sure BOE cell phone is on

VRover is a HANDS-OFFposition

VRover is NOTtrained to troubleshoot equipment

VRover verifies Location Diagram followed

VRover will arrive around 2 p.m. on Tuesday to 
prepare VLM/VLD for closing procedures
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ELECTIONORGANIZATIONALCHART
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ROVERRESPONSIBILITIES

VRequired equipment

VPrimary duties

VReporting times on Monday and Tuesday
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REQUIREDEQUIPMENT

Rover Cell Phone

VCell phone usage is 
REQUIRED

VAll Rovers will be issued 
a BOE cell phone. It 
must be on at all times.

VRovers are highly 
encouraged to bring 
their personal cell 
phones so Zone 
Captains have two lines 
of communication

Vehicle

­ Fueled

­Clean and clear of 
obstacles

­ Proof of insurance
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OVERVIEWOFDUTIES
VLiaison between BOE/Zone Station and Polling 

Locations

VDeliver Election Supplies | Monday and Election 
Day (as needed)

VVerify Location Setup Diagram ςMUST SIGN

VMonitor No Campaigning/Neutral Zone (100 feet 
from the entrance to the Polling Location)

VVerify Location is ADA Compliant
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RESPONSIBILITIES
VBOE badge must be worn (visible) at all times.

VBe punctual
ÅIf you are late, you may be dismissed without pay. 

VBe flexible
ÅYou may be asked to travel outside your assigned 

Zone if needed

VInform Zone Captain of lunch breaks so assigned 
area can be covered
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REPORTINGTIMES
MONDAY

12:00 p.m. | Report to Zone Station  - Receive Delivery Assignments 
(Green Bag and EPB)

4:00 p.m. | Report to Zone Station - Receive Election Assignments

5:45 p.m. | Report to 1st Assigned Polling Location - Monday Night 
Organizational Meeting 

TUESDAY(ELECTIONDAY)
4:30 a.m. | Report to Zone Station - Retrieve Polling Location 
Supplies

5:00 a.m. | Report to 1st Assigned Polling Location - Election Day

6:00 p.m. | Report to Zone Station ςDrop-Off Assistant 
Attendance/Training (Drop-Off Captains Only)
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MONDAYGREENBAG| 
EPB DELIVERY

VEssential to be on time and deliver proper 
supplies

VCheck equipment at each polling location

V Follow Monday Delivery Verification Form

VMake calls to Zone Station to report deliveries

VPost Voting Location Change signs
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MONDAYGREENBAG| EPBDELIVERY

Be sure to check label on the side 
of each EPB Transport Case to 
ensure you have the correct Case(s)
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MONDAYGREENBAG| EPBDELIVERY
Arrive at Zone Station BY 12:00 p.m.

V Sign-in upon arrival at Zone Station

Zone Captain will:

V Assign Green Bag | EPB Delivery Route; and 

V Pass out Monday Delivery Verification Forms for your assigned 
locations and corresponding Green Bags | EPBs.

V Assign new voting location signs to be set up at old voting 
locations and photographed

V Distribute assigned Green Bag | EPBs 

­ ONLY ONE GREENSUPPLY BAG

­ Verify the Polling Location name on the EPB Transport Case(s) 
labels matches the Polling Location you are delivering the 
equipment as well as the label on the GreenSupply Bag
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MONDAYDELIVERYVERIFICATIONFORM
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MONDAYGREENBAG| EPBDELIVERY

Before Leaving the Zone Station

VDetermine your driving route using the Zone 
Station Map and/or other devices.

VCall ahead to see if the location is open and 
arrange a time to meet the owner/custodian.

VSometimes the Transport Cart has been relocated 
at the facility
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MONDAYGREENBAG| EPBDELIVERY

­ Verify the Polling Location name on 
the GREENBag labels match the 
Monday Green Bag Delivery 
Verification Forms.

­ Identify yourselves as Election Day 
Rovers from the Board of Elections. 

­ Locate the Election Equipment ς
Transport Cart

ÅThe owner/custodian in charge at 
each location will direct you to the 
area where the voting equipment is 
stored.

¦Ǉƻƴ !ǊǊƛǾŀƭ ŀǘ ȅƻǳǊ ŀǎǎƛƎƴŜŘ ǇƻƭƭƛƴƎ ƭƻŎŀǘƛƻƴǎ Χ
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MONDAYGREENBAG| EPBDELIVERY

­ Unlock cable lock provided by your Zone Station, 
feed the cable lock through the handles of the 
GREENBag and EPB Transport Cases, then re-
lock.

­ Inspect the Election Equipment, then complete 
and sign the Monday Green Bag Delivery 
Verification Form.

Upon Arrival at your assigned polling locations Χ 
(cont.)
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MONDAYGREENBAG| EPBDELIVERY
Monday Delivery Verification Form

VVerify correct Polling Location and Precinct Information on 
the supply/equipment labels

V Inventory items for correct quantities

V Inspect all equipment - no visible damage

Å Record any problems on Monday Equipment Verification 
Forms
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MONDAYGREENBAG| EPBDELIVERY
Damage or Tampering?

VCall the Zone Station

VAsk to speak with Zone Captain

VDo Not Leave the Location without instructions

VRecord observations on Monday delivery 
verification form
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MONDAYGREENBAG| EPBDELIVERY
²Ƙŀǘ ƛŦ ȅƻǳ ŎŀƴΩǘ ƎŜǘ ƛƴǎƛŘŜΚ

VFind another entrance.

VContact the location.

VCall your Zone Captain.

VRecord any problems on the Monday equipment 
verification form.

VProceed to the next location.
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MONDAYGREENBAG| EPBDELIVERY
Once your delivery rounds have been completed

V Return to deliver any GREENBags | EPBs you may not 
have been able to drop off earlier on your route.

Å If you are unable to deliver a GREENBag | EPBs, they 
MUST be delivered promptly to the Polling Location 
by 6:00 p.m. for the Monday Night Organizational 
Meeting.

V Return to the Zone Station to be released until 
reporting at 4:00 p.m. for the Monday Afternoon Zone 
Station Arrival.
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VOTINGLOCATIONCHANGESIGNS

VRoversnot assigned to Green Bag/EPB 
Deliverymustpost Voting Location 
Change Signs Monday morning

Continued Χ
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VOTINGLOCATIONCHANGESIGNS
1. Rovers will attach a sign to the door

2. Rovers will place TWO yard signs. The third yard sign will 
be kept at Zone Station.

3. Rovers will take photo of each sign (3 photos total)

4. Signs remain in place Monday/Tuesday andmustbe 
removed/returned to the Zone Station Tuesday night

5. Zone Captains will assign Rovers to spot check signs 
throughout Election Day (typically at 6:30 a.m., 12:30 
and 4:30 p.m.). The Rover will notify Zone Captain if 
signs are removed.

6. Zone Captain will upload the THREE photos for each 
location to Google Photo Album

7. Login: ####
Password:  ####
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MONDAYAFTERNOON

ASSIGNMENTS& ROVERBINDER

VReport by 4 p.m. to assign Zone Station

VReceive assignment and Rover Binder

VReceive training and instructions from Zone 
Captain

V Follow checklists contained within the Rover 
Binder
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MONDAYAFTERNOON| ZONESTATION

VReport back to your Zone Station at 4:00 p.m. 

­ Sign in.

VYour Zone Captain will provide all assignments:

ÅPolling Location Assignments or

ÅZone Station Assignment

­ Phones/Logs/Issue Tracking

­ Equipment Replacement Team

ÅPost-election Drop-Off Assignment | Drop-Off 
Assistant

ÅEquipment Retrieval Team (if assigned)
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MONDAYAFTERNOON| ZONESTATION

The Zone Captain will:

VProvide you a Location Binder for each assigned 
Polling Location; 

V Job Briefing/Training Review; 
ÅUpdates/Changes in procedures since training, 

ÅReview of mandatory calls, forms, and checklists; and

V Review contact procedures
ÅElection Response Team (216) 443-3277

ÅZone Station (Numbers will be provided)
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LOCATIONBINDER

VOne per Polling Location

VContains all information and checklists needed 
for Election Day assignment
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LOCATION

BINDER

Cover Page
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LOCATION

BINDER

Mandatory 
Calls
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LOCATION

BINDER

Polling 
Location 
Information 
Sheet
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LOCATION

BINDER

ADA Checklist
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LOCATION

BINDER

Location Setup 
Diagram
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LOCATION

BINDER

Monday Night 
Organizational 
Meeting | 
First Round 
Tasks
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LOCATION

BINDER

Monday Night 
Organizational 
Meeting | 
Second Round 
Tasks
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LOCATION

BINDER

Monday Night 
Zone Station 
Checklist
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LOCATION

BINDER

Tuesday 
Arrival Zone 
Station 
Checklist

NEW! Arrive at 4:30 a.m. to your 
Zone Station on Tuesday morning.
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LOCATION

BINDER

Tuesday 
Morning 
Location 
Checklist | 
First Round 
Tasks

VDo not proceed to your next location until 
you make your Mandatory call



MARCH17, 2020 | PRIMARYELECTION CUYAHOGACOUNTYBOARDOFELECTIONS| ELECTIONOFFICIALTRAINING 43

LOCATION

BINDER

Tuesday 
Morning 
Location 
Checklist | 
Second Round 
Tasks

VDo not proceed to your next location until 
you make your Mandatory call
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LOCATION

BINDER

Tuesday 
Closing 
Location 
Checklist | 2 
p.m. on 
Election Day

VVerify VLM is wearing lanyard when 
visiting location after 2 p.m. round 
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PROCESS CHANGE:
ABSENTEESUPPLEMENTALLIST

Absentee Supplemental Lists are NO 
LONGERbrought to the polling location

Å Sent electronically and securely through the MiFi 
device to all EPBs

Å ESSENTIALthat all EPBs are connected to the MiFi on 
Monday Night


